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SWEIS

South Carolina Enterprise Information System

LESSON 1: Log into the
MySCEmployee Website




Log into the MySCEmployee
Website SWEIS

1. Type https://myscemployee.sc.gov in your web browser.
2. Enter your User ID and Password.
3. Click Log on.
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Log into the MySCEmployee
Website

2ith Carorn Erospnen rlcer

4. Click the Employee Self Service tab.
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Log into the MySCEmployee

Website

5.

Click the My Working Time link.
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Log into the MySCEmployee

Website SCEB

South Cargieg Emsspnss infoemnbon Syater

My Working Time

Working Time

Record Working Time

“ou can record your working time here.

*ou have recorded adequate working times for all workdays up to 04/25/2014.

“our recorded times have been approved up to 04/25/2014.

Time Conversion

U=e thiz to assist you when entering your hours into your time sheet. The table converts Traditional Time to 24-Hour Time.

Holiday Schedule

Leave Requests

Leave Reguest
Request leave and other types of absences.

Leave Overview
‘iew leave and other types of absences.

Quota Overview
Dizplay yvour guota balances.

State Emplovee Leave Package

Leave Statements

Leave Statement
Dizplay absence times, leave balances, and accruals.




SWEIS

South Carolina Enterprise Information System

LESSON 2: Record Working Time
(without Charge Objects)




Work Schedules SWEIS

« Each employee has a work schedule.

* Recorded in the back-end of the system by your
Human Resources Department.

« Tells SCEIS what days and hours you are expected to
work and what days and hours you are expected to be
off.

« Drives when you earn leave and other benefits such
as comp time.

« Work schedules are very important!



When to Record Time SWEIS

It is best to record time on a daily basis.

Temporary employees who do not record time will not
be paid.

Not recording time can affect when you earn your
leave for some full-time employees.

Supervisors should approve time entries as soon as
possible, or at least on a weekly basis.
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Military/24 Hour Time ScEIS

South Cargieg Emsspnss infoemnbon Syater

I My Weorking Time

Working Time

Record Working Time

You can record your working time here.
You have recorded adequate working times for all workdays up to 03/17/2014.

Your recorded times have been approved up to 03/10/2014.

Time Conversion

USe this 1o assist you when entering your hours into your time sheet. The table converis
Traditional Time to 24-Hour Time.

Holiday Schedule

Leave Requests

Leave Request
Request leave and other types of absences.

Leave Qverview
View leave and other types of absences.

Quota Cverview
Display your quota balances.

State Employvee | eave Package

Leave Statements

Leave Statement
Display absence times, leave balances, and accruals.
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Military/24 Hour Time

Sauth Cargien Emsypnss infoemnbon Syater

Traditional Time EEpZR:ONIMY TN Traditional Time {235 G111 N1
1:00 a.m. 01:00 1:00 p.m. 13:00
2:00 a.m. 02:00 2:00 p.m. 14:00
3:00 a.m. 03:00 3:00 p.m. 15:00
4:00 a.m. 04:00 4:00 p.m. 16:00
5:00 a.m. 05:00 5:00 p.m. 17:00
6:00 a.m. 06:00 6:00 p.m. 18:00
7:00 a.m. 07:00 7:00 p.m. 19:00
8:00 a.m. 08:00 8:00 p.m. 20:00
9:00 a.m. 09:00 9:00 p.m. 21:00
10:00 a.m. 10:00 10:00 p.m. 22:00
11:00 a.m. 11:00 [1:00 p.m. 23:00
12:00 p.m. 12:00 12:00 a.m. 24:00/00:00
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Military/24 Hour Time SWEIS

Example of common mistakes
« John works from 8:00 a.m. to 4:30 p.m. each day.
When John records his working time he uses:
o 08:00 to 12:00 as his working time before lunch
and 13:00 to 4:30 (instead of 16:30) as his working
time after lunch.

 What time does SCEIS think John left work?
e 4:30 a.m.

« SCEIS views 4:30 as 04:30 in military time.
« If John left at 4:30 p.m., he should record that he
left at 16:30.
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Record Working Time

1. Click the My Working Time link.
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Record Working Time

SWEIS

South Cargieg Emevpnss informnion Syt

2. Select the Record Working Time link.
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Display Weekly Time Tab

SWEIS

South Caroien Emerpnss infoemnbon Syeter

l ettt Mieking Time
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Display Weekly Time Tab ScEIS

South Carglen Emsvpnss indoemnbon Syatem

Dizplay Weekly Time |_||_||E|
Week from [4][4/282014 || to |Sier2014 T[] [Go]
Total Weekly 3750 750 7.50 7.50 7.50 7.50 0.00 0.00
Hours Submitted Aftendance ho... ~ 3”4 4 4 4 4
Attendance ho... ¥ /u 3.50 3.50 3.50 3.50 3.50

-
S -

Hours Submitted
for a Given Day 1 ~[=]=

| Delete Row | | Save as Template | | Refresh |

|4 Previous E—tep| | Review P| | Canoel|
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Record Working Time ScEIS

South Carglen Emsvpnss indoemnbon Syatem

3. To record working time, click the Enter Daily Time tab.

Dizplay Weekly Time |_||_||E|
Week from [4][4/28/2014  |F] to |S//2014 ] [eeo]
37.50 7.50 7.50 7.50 7.50 7.50 0.00 0.00
Attendance ho... = 20 4 4 4 4 4
Attendance ho... ¥ 17.50 3.50 3.50 3.50 3.50 3.50
-
-
-
-
-

HEER ~l=]=]

| Delete Row | | Save as Template | | Refresh |

|1l Previous Step| | Review Ir| Cancel
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Record Working Time

SWEEIS

South Casvien Emaspnse informabon Syetem

4. Select the appropriate attendance type from the drop-down menu in the

first column.

I Record Working Time E|
gl = Bl
va
Edit Review and Save Completed
¥ Hide Calendar P Show Worklist
L] April 2014 May 2014 June 2014 ]
TuWe Th Fr Sa Su We Th Fr Sa Su
21[1)z2]2|a[s5]e HEEIRBREBRLE
8 72|35 |10[11][12[12] [HE HENEIEEE
|48 14]15[16]17[18[18]20| [0 12[12]12[15][18[17]1
[A% 21[ 222328 25|26|27| |24 12|20|21|22[23[24 (25
[ "EIEEIHEEBER  EEEEEFIEIE
B[ ]=]=]w0]n] B=z[z]:z]s]=]7]=
I Rejected [ Excess Time Recorded
Enter Daily Time: l_"_"E‘

ate [{] @012 ][> [Go]

0.00 | 00:00 00:00

- Details
Details

— || Attendance hours (1000} .
—#| Call Back hours (1001} =

__8 | On Call hours (1002) Details

Q| Training hours (1003} Detailz

- Details

Details

[ Delete Row | | Save as Template | [ Refresh |

[4 Previous Step | [ Review [¥] [ cancel]
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Record Working Time

SWEEIS

Sauth Cargen Emsvpnss informnbon Syetem

5. Enter the Start time and End time before lunch in military time.

I Record Working Time

O

.

i (2]

G}

Edit Review and Save Completed
W Hide Calendar  P-Show Worklist

“ April 2014 May 2014 June 2014 »

------- Tu W= Th Fr Sa Su
21[1]2|z]4|5]8 2 20| 27| 28] 28| 20] 21 1

48 7= =|10]11]12[12] @8 HEIEEEEE

|8l 14 15]16[17[18]18[20| [0 12[13]12[15[1e]17[12] [ = [10[11]12[13[14]15

i@ 2122|2388 25| 26|27| [l 19|20|21|22|23|24|25| [BH 1e|17|18[19[20]21|22

A8 28(28(=0| 1 [z 22| |22 28|27|28|28|20|31] 1| |38 23|24|25|28(27|28|28

Bl 7]=]=]w]n] B=z|z]=z]s]e|7]=] Blsz[1]=z[z]2]5]e

L=l

Attendance hour... - 0&:00 12:001 >B Details
- Details
- Details
- Details
- Details
- Details
- Details

[ Delete Row | [ Save as Template | [ Refresh |

| 1 Previous 5tep| | Review P | | Canoel|
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Record Working Time

SWEEIS

Sauth Cargen Emsvpnss informnbon Syetem

6. Select the appropriate attendance type from the drop-down menu in the

first column.

I Record Working Time

] = 5}—=

Edit Review and Save Completed

¥ Hide Calendar W Show Worklist

L] April 2014 May 2014 June 2014
TuWe Th Fr Sa Su ------- TuWe Th Fr Sa Su
21[1]2[2]4]5]e 2g|29|30) 1] 234 26| 27| 28| 29| 20] 21 1
A8 7| == |10]11]12[12] @8 s|e| 7|2 [=[10]1n 4| s5|e|7|e
|48l 14| 15[ 16[17[12[12]20| [20]12[13[14]15[16[17]18 11]12[13[14]15
|47 21| 22|23 |24 25(28|27| |24 19|20|21|22[22|24[28 18| 19| 20| 21|22
| EBIEEIHEHEEAN EEEBEIEEIEIE 25|26|27| 2829
| HEHEEHBEREER BEBEREEEE HE 5]8

I Rejected || Excess Time Recorded

Enter Daily Time

oate [([azors 7] [Go)

0.00  00:00 00

0&8:00 12:00 Details
Details
Details
Attendance hours (1000} e

Call Back hours {1001} =
On Call hours (1002} Details
Training hours (1003} Details
- Details

[ Delete Row | [ Save as Template | [ Refresh |

|4 Previous Step | | Review >| | Cancel|




Record Working Time

SWEEIS

Sauth Cargen Emsvpnss informnbon Syetem

7. Enter the Start time and End time after lunch in military time.
8. Click Review.

] Record Working Time [0
o iz Bl
-
Edit Review and Save Completed

¥ Hide Calendar W Show Worklist

4 April 2014 May 2014 June 2014 »
------ ----
a1[1]2[3[4]5]8 28|29
[i8 7= =a|10[11|12[12| HE 5|e
[i8 12/15/18|17| 18| 15|20 |20 12[12
|7 21| 22[ 2234 25/26(27| |34 19|20
figze(zs(a0| 1 [z z2]=| [EEze[z7
| HEEBEREE BHE

- Rejected - Excess Time Recorded

O
pate ({62012 [EI[>] [Ge]

Attendance hour... -

Attendance hour... =

[ Delete Row | [ Save as Template | [ Refresh |

|1 Previous Stef | | Rewview b| | Cancel|
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Record Working Time - Example

South Caroien Ermerpnse indcemnbon Syater

« Susie selects Attendance hours (1000) as her attendance type and

records 08:00 as her Start time.

e Susie records 12:00 (12 p.m.) as her End time, and takes lunch.
* On the next line, Susie selects Attendance hours (1000) as her

attendance type and records 13:00 as her Start time.

« At the end of the day, Susie records 16:30 (4:30 p.m.) as her End time.

Enter Daily Time

El =]

Date [ 4] [6r4/2014 [ [»] [so]

Working Times Recorded on Wednesday, June 4,2014
| Aft/apstype  Hours Starttme  Endtme
0.00 | 00:00 0000

Attendance hour... 02:00

12:00

Details

Attendance hour... 13:00

16:30

>

Details

A 4| 4| 4] 4 4] 4

| Delete Row | | Save as Template | | Refresh |

| 1 Previous Step | | Review | | Cancel |
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Record Working Time

9. Review your time for accuracy. If you need to make changes, click

Previous Step.
10. Click Save to submit your time for approval.

Record Working Time

SWEEIS

South Carglen Emsvpnss indoemnbon Syatem

i

Edt  Review and Save

Check your entries before saving.

08i0412014

Attendance hour

06042014 | Attendance hnuri

[ Previous Stef [ Save




Record Working Time

SWEEIS

South Carglen Emsvpnss indoemnbon Syatem

I Record Working Time 7]
HL—z] E—=

Edit Review and Save Completed

. % our data has been saved

F

What do you want to do next?
Record Additional Working Times

Gao to My Warking Time Homepage

o to Employee Self-Services Homepage

05/042014 Aftendance hours

06/04/2014 Atftendance hours 3.50

Note: You can enter time retroactively up to 30 days. However, no future

time can be

entered into the system.
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Record Working
With Wage Type

Time

SWEEIS

South Carglen Emsvpnss indoemnbon Syatem

I Record Working Time

ElC

= (2]

Edit Review and Save C

¥ Hide Calendar W Show Worklist

B

ompleted

] April 2014 May 2014 June 2014 >
TuWe Th Fr Sa Su -------
a21)1|2[a]4]5]8 oz|zs|z20[1]2[3 |4
8 7| =28 |10[11][12[12] HE s |e|7[=2| = [10]11
|8 12[15[18[17[18[19[20] [20]12[12[14[15[16[17[1e
[i%| 21|22 22|24|25|26(27| [24]18|20(|21|22[23[24|25
48| z=|25(20| 1 [ 2| =]2| |23 28|27|28[28(20[21] 1
| HEEHBEEEE BEEREEEE

Enter Da

M Rejected [l Excess Time Recorded

ity Time:

0.00 | 00:00 00:00
Details
Details
Details
Details
Details
Details
Details

[ Delete Row | | Save as Template

Refresh

[4 Previous Step | [ Review [¥]

[ cancel
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Record Working Time for
Multiple Days SCEB

1. After time is entered for one day, instead of clicking Review, click the
yellow next arrow, or select a date from the calendar icon, then click
Go.

2. Enter time for the second date. Repeat steps one and two until all dates
are entered.

Enter Daily Time |_||_||E|

08:00 12:00 Details
13:.00 16:30 Detailz

Attendance hour...

Attendance hour...

| Delete Row | | SweasTempIﬂte| | F!efresh|

|1 Previous 5tep| | Review b| | Cancel|
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Record Working Time for
Multiple Days ScEB

Sauth Cargien Emsvpnss informnbon Syate

3. Once time is entered for all days, click Review.

T

Date [4][582014  |F|[»] [Go]

Working Times Recorded on Thursday, May 8,204
| Atabstype s Sttt Endime
0.00 | 00:00 00:00

Aftendance hour... = ne:00 12:00 Detailz
13:00 16:30 Details
Details
Details
Details
Details
Details

Attendance hour...

| Delete Row | | Save as Template | | Refresh |

|1 Previous 5tep|| Review b| I |Can::el|
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Record Working Time for

Multiple Days SCEIS

4. Review the hours for accuracy. If you need to make changes, click
Previous Step.
5. Click Save to submit the time for approval.

I Record Working Time El
=] [ =]
— 2] [ ——
Edit Rewview and Save Completed

Check your entries before saving.

05/06/2014 Attendance hours
05/06/2014 Attendance hours 3.50
05072014 Attendance hours 4
05072014 Attendance hours 3.50
05s08/2014 Attendance hours 4
3.50

LEiC2E01s sftandancs 1ours :
||-'l F’reviuusﬂ‘tepl ISE'H‘E' I |Exrt|
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Record Working Time for
Multiple Days SCEB

I Record Working Time 7]
— 1 2 3 =
Wik

Edit Review and Save Completed

. “our data has been saved

What do you want to do next?
Record Additional Working Times

Go to My Waorking Time Homepage

Go to Emploves Self-Services Homepage

05/06/2014 Afttendance hours

03/06/2014 Aftendance hours 3.50
05/07/2014 Attendance hours 4
05/07/2014 Attendance hours 3.50
05/08/2014 Afttendance hours 4
05/08/2014 Aftendance hours 3.50
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View Time Approval Status

SWEEIS

Sauth Cargen Emsvpnss informnbon Syetem

W N

Use the yellow arrows or select a date from the calendar icon to find
the time entry you wish to check.

Click Go.
Click the Details hyperlink.

Enter Daity Time

K=

| Ammbstpe  Hours Starttme
7.50 | 00:00

Attendance hour... 4

0a:00

Details

Attendance hour... 3.50

13:00

Detail=s

Detail=s

Detail=s

Detail=s

Detail=s

-
-
-
-
-
-
-
-

Detail=s

==~ ~l=]=]

| Delete Row | | Save as Template | | Refresh |

Detail=s

|4 Previous 5tep-| | Review P| | C.anoel|
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View Time Approval Status

SWEEIS

South Cargieg Emsspnss infoemnbon Syater

i Record Working Time

ElC

y 1 ! =
- = N ’ Gl
Edi Details Edi Review and Save Completed

Recorded Data

Attiabs. type: Attendance hours
Recorded Time

Date:

Start ime:

End time:

Hours: | 4
Further Details

Process status:

Document Number:

Additional Information
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View Time Approval Status

SWEEIS

South Cargieg Emsspnss infoemnbon Syater

Record Working Time |j
1 1 51 =]
SN N ’ S
Edit Details Edit Review and Save Complated

Recorded Data

Aft./abs. type: Aftendance hours
Recorded Time

Date:

Start time:

End time:

Hours: | 4
Further Details

Process status:

Document Number:

Additional Information
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View Time Approval Status

SWEEIS

South Cargieg Emsspnss infoemnbon Syater

Record Working Time |j
1 1 [ 5] [ ]

- @& al | 2 S
Edit Details Edit Review and Save Completed

Recorded Data

At fabs. type: Attendance hours

Recorded Time

Date:

Start time:

End time:

Hours: | 4

Process status: |F'-ppm'~ral rejected

Document Number:

Additional Information
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My Working Time Calendar Display S@E

ormnbon Syster

4 March 2014 Aupril 2014 May 2014 k

24|25 25| 27|28| 1 | 2 211|123 | 4|58 Q201|213 (4

mrl

f8 = 2|s5|s|7v | =s|/=| B 7| & 9|10/11)12/12 7|&|2|10[11

B 10]11|12|13|14|15|18| |8l 14 151@3 18|20 14| 15|18/ 17|18

—
L

[i3 17|18/ 18|20|21|22|23| [§¥ 21|2z2|2 5| 28|27| |24l 12|20|21|22|23| 24|25
8 22|25/ 26| 27|28 | 25(30| [W8lzs(zs(30| 1|z 2| 2| [EE=s =27[2s]28|20/231] 1
. BEIEHEBEBEEEEEE EEEEREREE BEaERE

P Rejected ] Excess Time Recorded

Rejected - The person who approves your time reviewed it and decided not
to approve it. You should follow up with your manager for clarification.

Excess Time Recorded - You recorded time that was more than the amount

you are normally scheduled to work. This warning will not prevent time from
being processed in the system.
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Edit/Delete Working Time ScEIS

Note: You cannot delete or edit time that has been
approved by your supervisor.

If time that has already been approved needs to be
deleted, contact your agency’s Time Administrator.
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Edit/Delete Working Time SCEIS

South Casvien Emaspnse informabon Syetem

1. To find the time entry you would like to edit or delete, on the Enter Daily
Time tab, click the yellow arrows on either side of the calendar date, or
select a date from the Calendar icon.

2. Then click Go.

Enter Daily Time [ 1=

4 | 08:00 12:00 Details
3.50 | 13:00 16:30 Details
Details
Details
Details
Details
Details
Details

Attendance hour...

Attendance hour...

A4 444

[ =]1=1-] i =]=]

| Delete Row | [ Save as Template | [ Refre=h |

[4 Previous Step | [ Review (k] [ cancel]
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Delete Working Time ScEIS

South Carglen Emsvpnss indoemnbon Syatem

1. Find the time entry you wish to delete.
2. Click the blue box beside the row you wish to delete.

Enter Daily Time =]
Date [4][4zoz014 |7 [»] [Go]
Att/abs.type  Hours Starttme  Endtme
- 7.50 | 00:00 00:00
fttendance hour.. ~ 4 | 08:00 12:00 Details
—ttendance hour.. ~ 3.50 | 13:00 16:30 Details
- Details
- Details
- Details
- Details
- Details
- Details

(=] =1 -] =] =]

| Delete Row | | Save as Template | | Refresh |

| 4 Previous Step | | Review Pk | | Cancel |

38



Delete Working Time ScEIS

South Carcien Emsrpnss infoemnbon Syetem

3. Click Delete Row.

KD
Date [(][4r20201  [T][¥] [Go]

00:00
Attendance hour... ™ 08:00 12:00
Attendance hour... = 350 | 13:.00 16:30 Detailz
- Details
- Details
- Details
- Details
- Details
- Details

BER MEEH
I Delete Row || Save as Template | [ Refresh |

|1 Previous 5t&|:-| | Review Ir| | Canoel|
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Delete Working Time

SWEEIS

South Casgieg Emerpnss informnbon Syatem
4. Click Review.
Qo

Date [¢][4r29201 [ [»] [Go]

\Working Times Recorded on Tuesday, April 29,2044
| Atbs.bpe  Hous Srttme  Endtme
7.50 | 00:00 0000

Attendance hour... ™ 3.50 | 13:00 16:30 Detailz
hd Detailz
i Details
- Details
- Details
hd Detailz
hd Detailz
d Details

| Delete Row § | Save as Template | | Refresh |

| 1 Previous Step |-|
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Delete Working Time ScEIS

South Carglen Emsvpnss indoemnbon Syatem

5. Review the entry you are deleting.

6. Click Save.
I Record Working Time El[7]
2 3 |
Edit Review and Save Completed

H| Waorking time has been deleted

Check your entries before saving.

Da/292014 Aftendance hours Waorking time has been deleted

L | Previnusstegl Iﬁwel I Ex'rt|
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Delete Working Time

SWEEIS

South Carglen Emsvpnss indoemnbon Syatem

I Record Working Time

Sl

[2] (3]

Edit

‘@
i

L2 =
Review and Save Completed

[@ vour data has been zaved

What do you want to do next?
Record Additional Working Times

Go to My Working Time Homepage

Go to Emplovee Self-Services Homepage

Attendance hours

Working time has been deleted
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Edit Working Time ScEIS

Sauth Cargen Emsvpnss informnbon Syetem

w N

Find the time entry you wish to edit by selecting the date from the
calendar or using the yellow arrows to change days.

Edit the time entry.

Click Review.

Enter Daity Time K1 =]
Date [4][5/5/2014 &[] [Go]
Working Times Recorded on Monday, May 5, 2014
(Aftiabs type  Hours Starttme  Endtme
- .50 000 00:00
Attendance hour... ™ 4 | 0800 Ll Details
Attendance hour... ™ 13:00 o) > B Details
- Details
- Details
- Details
- Details
- Details
- Details

BHER [~ =] =

[ Delete Row | [ Save as Template | | Refresh |

4 Previous Step w Cancel
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Edit Working Time

SWEEIS

South Carglen Emsvpnss indoemnbon Syatem

4. Review the entry you are editing. Click Previous Step if you need to

make changes.
5. Click Save.

Record Working Time

ElC]

.

Edit

Check your entries before saving.

0502014

2

Review and Save Completed

Attendance hours

3

[ Previous Step| [[Save| | [Ext]
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Edit Working Time

SWEEIS

South Carglen Emsvpnss indoemnbon Syatem

I Record Working Time

=5 |

1 [5] 5]
oA L2] 5 ——
Edit Review and Save Completed

. “our data has been saved I

What do you want to do next?
Record Additional Working Times

Go to My Working Time Homepage

Go to Emplovee Self-Services Homepage

Attendance hours

05/05:2014
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Missing Time Reminders SGEIS

« |f you are missing time and have an
accurate email address in the system,
you will receive an email notifying you of
the missing time.

If you do not have an accurate email
address in the system, the missing time
email will be sent to your direct
Supervisor.

* If neither you nor your supervisor has an
accurate email address in the system, no
email is sent.
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SWEIS

South Carolina Enterprise Information System

LESSON 3: Record Working Time
(with Charge Objects)




Charge Objects S@EIS

Note: Other than the requirement to record additional
fields, the process to record working time with charge
objects is the same as recording working time without
charge objects.

Please complete Lesson 2 of this course before
proceeding with this lesson.
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Charge Objects SWEIS

Charge Objects

o Set of data that identifies the account used to
fund a specific agency project

* When entered with working time, allows

agency to track how much time and money is
spent on a project
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Charge Objects

SWEEIS

South Carcien Emsrpnss infoemnbon Syetem

oue ({52524 D) [o0]

[}
[}
[}

Details
Details
Details
Details
Details
Details

= Details

| Delete Row | | Save as Template | | Refresh |

|1 Previous Step| |Review >|




Charge Obijects SWEIS

* You and your supervisor need to ensure
the correct charge objects are being
used when recording time.

. /\P&' - Using incorrect charge objects will create
el osting issues between payroll and
a6 Pros P 9 pay

finance.
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ecord Working Time with Charge
bjects

SWEIS

Sauth Cargien Emmsvpnss indoemnt:

1.

Click the My Working Time link.
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Record Working Time with
Charge Objects SWEIS

South Cargien Ercarpnss infoemntion Syatem

2. Select the Record Working Time link.
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Record Working Time with
Charge Objects

3. To record working time, click the Enter Daily Time tab.
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Record Working Time with
Charge Objects

South Cargien Ercarpnss infoemntion Syatem

4. Enter the following for the time worked before lunch:
Receiver Cost Center
Receiver fund
Receiving Functional Area
Receiver Grant

I Awoora Working Time

(=]

e | Revww B | Comant |

EEEREEEE




Record Working Time with
Charge Objects

Sauth Cargen Emsvpnss informnbon Syetem

5. Select the appropriate attendance type from the drop-down menu.
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Record Working Time with
Charge Objects

South Caroien Ermerpnse indcemnbon Syater

6. Enter the Start time (time you began work) and End time (time you

ended work) before lunch in military time.
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Record Working Time with
Charge Objects

South Cargieg Emsspnss infoemnbon Syater

7. Enter the following for the time worked after lunch:
Receiver Cost Center
Receiver fund
Receiving Functional Area
Receiver Grant
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Record Working Time with
Charge Objects ScEB

8. Select the appropriate attendance type from the drop-down menu.
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Record Working Time with
Charge Objects

Sauth Cargen Emsvpnss informnbon Syetem

9. Enter the Start time and End time after lunch in military time.
10. Click Review.
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Record Working Time with
Charge Objects

11.Review your time for accuracy. If you need to make changes, click
Previous Step.
12.Click Save to submit your time for approval.

Sauth Cargen Emsvpnss informnbon Syetem
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Record Working Time with
Charge Objects

62



Record Working Time with
Charge Objects

Sauth Cargen Emsvpnss informnbon Syetem

1. To copy previously used charge objects, select Show Worklist.
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Record Working Time with
Charge Objects

2. Click the blue box beside the row of charge objects you wish to copy.
3. Click Copy Rows.

Sauth Cargen Emsvpnss informnbon Syetem
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Record Working Time with
Charge Objects

South Carcien Emsrpnss infoemnbon Syetem

The copied row of charge objects should now appear in the Enter Daily Time

tab.
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Record Working Time with
Charge Objects ScEB

1. To insert a second row of charge objects, select the blue box beside the
row you wish to copy in the Worklist.
2. Select Copy Rows.
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Record Working Time with
Charge Objects

SWEEIS

South Carcien Emsrpnss infoemnbon Syetem
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SWEIS

South Carolina Enterprise Information System

LESSON 4: Submit a Leave Request

STATE INFORMATION
[ECHNOLOGY




Overview of Leave S@EIS

* Annual/Sick Leave is earned once you have worked half
of the working hours in the month in a paid status.

« Annual/Sick Leave rate of earnings is driven by average
number of hours in workday.
o 9.375 hours of annual leave per month for 37.5 hour
work week
o 9.375 hours of sick leave per month for 37.5 hour work
week

« After 10 years of service, additional annual leave is
earned.
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Overview of Leave S@EB

« Comp Time
o If earned, will have a comp time leave balance in
MySCEmployee
o No expiration date
o Most employees have a 240 hour maximum limit

* Holiday Comp Time
o If earned, will have a holiday comp time leave balance
In MySCEmployee
o Must be taken within 90 days of the holiday date
o 1 year of the holiday date for agencies on an
academic schedule
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When to Request Leave SWEIS

* Leave should be requested and
approved prior to taking the leave.

« Not requesting/approving leave can
affect when leave is earned for some
employees.

« Supervisors should approve leave
reguests as soon as possible.

Note: You cannot enter a leave request
that is more than 1 month in the past.
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Submit a Leave Request ScEIS

1. Click the My Working Time link.
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Submit a Leave Reguest SWEIS

2. Select the Leave Request link.

Welcome essit30,

wi?gmployee

Employee Self-Service
Searcth My Working Time

My Working Time
i

lmmmmo

Working Time
Recor Working Times
You can record your working fime here
You have recorded adequate worlong times for al workdays up to 03/17/2014.
Your recorded tmes have been approved up 10 0306/2014
Time Conversion
Use this 10 assist you when entering your hours into your fime sheet  The tabie converts Traditional Time to
24-Hour Time,
Hoaday S hedule

View leave and other types of absences

C ”1:‘5 ) h'c:)'ﬂ
Display your quola batances
Stale Employes Leave Package

Leave Statements
Leave Statement
Display absence times, leave balances, and accruals
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Submit a Leave Reguest

SWEEIS

South Cargieg Emevpnss informnion Syt

3. Select the Type of Leave from the drop-down menu. (Annual Leave, Sick
Leave, Comp Time, etc.)

I Leave Request
|

1] B -
Display and Edit Review and Send Completed
¥ Hide Calendar P Show Time Accounts W Show Overview of Leave

4 June 2014

20|31

Juby 2014 August 2014

------ ------- -------
25|28 27| 28| 28 28|20|11 (23| 4|5 7| 28|29 2101 (2

q
20

]

-~ HHEEE

sle|7 -B-TE

101112z BEEz|4]5|e[7]s

B 3
B = | o |10[11]12[13[14| |28 13[12[15[18[17]12]18| [E810[11]12]12[14]15]1e
|38 15/ 18[17|18[18|20(21| |30 20|21|22|23|24[25|28| [EH]17[18|18[20|21|22[23
|28 22| 23|24|25[28|27(28| B4l 27|28(28(20|21] 1| 2| [E8|2425|26|27|28|20[30
CEEIHBEEEER BHEEEEEEER BEIEREBEREE

I Absent | Multiple Entries

Sent . Deletion Reguested Approved Working Hours

Type of Leave:
Date:
Time:

Duration:

Approver:

Note for Approver:

1 Previous Step |:

Al.Annual Leave
Al Annual Leave
A2 Sick Leave
A3 Familty Sick Leave

A4 Holiday Comp.

A5 Comp time

ABLWOP

AT Sick Leave/Adoption
B.Court Leave

B.Bloed Drive & Donation
B.Death in Immediate Fmby

{>
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Submit a Leave Reguest

SWEEIS

South Caroien Ermerpnse indcemnbon Syater

4. Enter the Date(s) the leave will be taken.

I Leave Request

—l 2]

Display and Edit Review and Send Completed

¥ Hide Calendar P Show Time Accounts

[}

P Show Overview of Leave

4 June 2014 Juby 2014 August 2014 ]

25| 28| 27| 22| 29| 2021 2al20/ 1| 2|3 4|5 27|28 29| 20|21 1| 2
B8 1)z2(z2|2|5]e|7) BEs|[7|e|n|011)1z] EEz2|2[s5|e|[7[s]2
BEf = | o [10[11]12[12]14] [38123[14]18[16[17]12[18] [EE 10]11[12[12]14]15]1e
|28 15| 18[ 17|18 15]20|21| [30)20(21|22|23|24|25(26| |3 17| 18] 18[20|21[22|22
|28| 22| 23] 24|25 26| 27|28| @] 27|28|28(30(21] 1 | 2| |38 24|25]28[27]28[28]20
- EEIHBEEEER BEEEEEEE Bl EEEDEE

[ Absent Multiple Entries

Sent ] Deleticn Requested

You have selected the following attendanceileave:

Type of Leave: A1.Annual Leave -

Approved Working Hours

| To [srzzoi4 igg

Date: B/M12/2014
Time: 12:00 AM

To 12:00 AW

Duration: El Hours

Approver: [Ms5M30 MSSM30 [l

NOTE: When entering a full day of leave, do ng

Note for Approver:

<>

|1 Previous Step-| | Review b|

| Cancel
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Submit a Leave Reguest

South Cargien Ercarpnss infoemntion Syatem

5. Enter the Time the leave will be taken.
6. Enter the Duration (total hours requested).

Leave Request

A (2] I
Display and Edit Review and Send Completed

¥ Hide Calendar P Show Time Accounts P Show Overview of Leave

4 June 2014 Juhy 2014 August 2014 ]
25| 27|28 293031 2|z 112|345 2|29 (202311 |2

B8 s|7|e|o|10/11|12] BE =2|a|s5|8|7[=s
|28 13 14[15]18[17[18[18| [@8 10|11[12]13[14[ 15|18
[56] 20| 21| 22| 23| 24| 25|28| [ 17[12| 18|20 212222
[84] 27| 28| 28|=20|21] 1 | 2| |38 24|25/28)27|28|28(20

BE:=:]5]c 3;-31

B 1[=2]z|a]5]8]7
B8 =|=|0[11]12]13]14
B8 15| 1617|158 18|20[21
|38] 22| 23| 24| 25| 28| 27|28

2 2|0

Sent [l Deletion Reguested Approved Working Hours

[ Absent Multiple Entries

You have selected the following attendancel/leave:

Type of Leave: |A1 Annual Leave |V|

8112201

[ate-

Time: [14:30 | To [1&:30 |  MOTE: When entering a full day of leave, do 1
Duration: ;:::2} Hours

Approver: m

Mote for Approver:

>

[4 Previous step| [ Review ¥] [ Cancel]

Note: If you are
requesting a full day of
leave, do not change the
start or end times and do
not enter hours in the
duration field.

The system will
automatically calculate
the number of hours
requested based on your
work schedule.
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Submit a Leave Reguest

SWEEIS

South Caroien Emerpnss infoemnbon Syeter

b 1] - [ = ]
5 1 3 =]
Display and Edit Review and Send Completed

™ Hide Calendar P Show Time Accounts P Show Overview of Leave

4 June 2014 Juby 2014 August 2014 4
------- Me Tu We Th Fr Sa

sz|a0| 1|2 3[4]s 27|28 28(20[21]| 1 | 2

B8 e|7e|a(10]11]12] EF=2|4|s|e|7|8]"

|38 12|14 15[ 18| 17[18[19] [EF10[11]12[13]14[15]1e

20 20| 21|22|23|24|25|28| |34 17)18|18|20(21|22|22

[Eil =7 |2e|20(20(21] 1 [ 2| [2824|25|28|27|28| 28|20
BE:z]s]e|7]=]=]| BBz 1[z2]z=]<]5]=

[ Absent Multiple Entries Sent ] Celeticn Reguested [1] Approved Working Hours

¥ou have selected the following attendancel/leave:

Type of Leave: |A1 JAnnual Leave |v|

Date: To

Time: To NOTE: When entering a full day of leave, do 1
Duration: ;:::2} Hours

Approver: [Mssma0 Mssm30 ! [

Mote for Approver:

<>

[4 Previous step| [ Review [¥] [ Cancel]

7. To change the Approver, click the button to the right of the Approver
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Submit a Leave Reguest

SWE

South Caroien Ermerpnse indcemnbon Syater

8. Enter the Last Name, Personnel Number or User Name of the desired

approver in the appropriate fields.
9. Click Go.

10.Click the box to the left of the desired name to select it.

Loave Request

| ECH] ‘ I” —a

Dinplay and Fdit Roview and Band

¥ jide. Galendar  PAnow T Accounts P AN0w Qverview. ol Laaye

1 June 2014 July 2014 Augunt 2014 3
.-‘.- 1- --|.~“- -‘.I—---
[ 1EX 1|2 alan ] TR KRE)
V2@l alelo|7 oralnuonq: s|alefe|[7]0]0
CRRRCI I RE u|u 13[14[ 18] 1017/ 10|10 10[11[ 12|12/ 14/18[10
1610171810/ 20|21| |0 20| 21| 22| 23| 24| 20|20 17(18]10] 20|21/ 22|
28 2)"1‘ 20202720 27 Z'Dlﬂ. 30(91( ! | .'-’4 '.‘0!2'0 27|20 20|30
20/ | | L] [o] W] 36
B Absent — Multiple Bnwies - Saent [l Deletion R A 0 Houn
You have sel d the
Type of Leave [ A1 Annual Leave =l
Date (6122014 |IM To  |8n22014  |IM
Time [230PM | to [A30PM | NOTED Whan entering o full day of lnave, o not changs start time or snd time and do not
Duration | 2| Hourn
Approver [MBETI0 MEBITIO [
Note for Approvaer
| parsonnel Numbar | | Unar Name: | |
(CHR top |
10000001

|JOH00001
\
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Submit a Leave Reguest

SWEEIS

South Caroien Ermerpnse indcemnbon Syater

11. Enter a Note for your approver (optional).
12.Click Review.

I Leave Request

b [F4]

Review and Send

—l (2]

Display and Edit Completed

"W Hide Calendar P Show Time Accounts

P Show Overview of Leave

You have selected the following attendancelleave:

[=]

Type of Leave: |A1 Annual Leave

Date: To

Time: o
Duration: Hours

Approver: [Mssman mssman =]

4 June 2014 Juby 2014 August 2014 ]
------- Mg Tu We Th Fr Sa Mo Tu We Th | Fr Sa

25| 28| 27| 28| 23| 2021 2|20 1| 2|3 4]s 27| z28|22| 20|21 1|2
E@q1|z(z2]2|s5|e|7| BEEs|7[e|=|10][11)12] BE=|42|5[s|7|5]>
B = | 2 10[11]12[13[14| |28 12]14[15]18|17[18[19] [B8 10[11]12[123[14]15)1e
|38 15|18 17| 18] 18|20(21| |80 20|21[22|23|24|25(28| [EE1718)18[20(21|22[22
B8 22| z3[24|25]26(|27|28| [Bll=v|=28[=0]30|31[1[=2]| [BE =24|25|26[27]=8]20[30
CEEIHBEBEERER BHEEEEEBEEERE  EEREEREE
. Absent Multiple Entries Sent . Deleticn Reguested Approved Working Hours

NOTE: When entering a full day of leave, do n

Mote for Approver:

Daughter's Awards Ceremony|

{>

4 Previous Step

Cancel
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Submit a Leave Reguest

South Cargien Ercarpnss infoemntion Syatem

13. Review the leave request for accuracy. If you need to make changes,
click Previous Step.
14.Click Send to submit the request for approval.

Leave Request

—l B

Dizplay and Edit Review and Send Completed

-& Change in correction phase for Controling area SM

You want to request the following leave:

Type of Leave; Al.Annual Leave

Date: on Thursday, June 12, 2014

Time: from 2:30 PM to 4:30 PM

Duration: 2 Hours

Used: Annual Leave:  2.00000 Hours
Approver: MSSIT30 MSSM30

Mote for Approver: |Daugh1en‘3 Awards Ceremony

next processor, choose Send. You can check the processing status ofth

|1I Previuusstap| E-}end| Cancel|
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Submit a Leave Reguest

Leave Request

SWEEIS

South Cargieg Emevpnss informnion Syt

1 2 3

-

Display and Edit Review and Send Completed

il The leave request has been sent.

VWhat do you want to do ne*pt?

Eeguest Another Absence |
Go to My Working Time Homepage

Go to Emplovee Self-Services Homepage

You have requested the following leave:

Type of Leave: Al.Annual Leave

Crate: on Thursday, June 12, 2014

Time: from 2:30 P to 4:30 PK

Duration: 2 Hours

Used: Annual Leave:  2.00000 Hours
Approver: MSSIT30 MSSIT30

Mote for Approver: |Daughter's. Awards Ceremony

=




Status of Leave Reguest

SWEEIS

South Cargieg Emevpnss informnion Syt

Employees can see a
status/history of their
leave requests, by
clicking the Show
Overview of Leave link.

Approved Leave
Displays as Dark Blue

Requested Leave
Displays as Pink

AN

Multiple Leave Requests
Displays as Light Blue

Leave Request
— B -
Dizplay and Edit Review and Send Completed

¥ Hide Calendar P Show Time Accuuntsl P Show Overview of Leave I

« April2014 May 2014 June2014 )
Mo Tu We Th Fr Sa Mo Tu We Th Fr Sa

rl2e(2ofaof1(2|3 25| 26(27) 28| 28| 30(31

5| 86| T|8|9|10 23|45 |8 |7

12|13(14 1001112 12|14

20
24|25(28 27|28
1 4

[ Absent  Multiple Sent ] Delepch Requested | Approved Working Hours

You have

Date: B 10 [|enzez014 [F
To MOTE: When entering a full day of leave, do|
T oJHous

[MSSIT30 MSST30 =l

Time:

prover:

Mote for Approver:

<>

|1l Previous Step| |Fte'.riew P| |Cancel|
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Status of Leave Reguest

SWEEIS

South Caroien Ermerpnse indcemnbon Syater

To hide the Overview of
Leave information, click the
Hide Overview of Leave
link.

Leave Request

Display and Edit Review and Send Completed

P Show Calendar P Show Time Accounts I "’ Hide Overview of Leave I

Leave Since:  [1/1/2014 [ [ Display |
Al Annual Leave | 502302014 | 5/23/2014 | Sent 2 Hours

Ad.Annual Leave | 42572014 4252014  Approved | 3.50 Hours

A2 Sick Leave 422014 | 4232014 | Approved | 0.75 Hours
Ad.Annual Leave 42202014 4222014 Approved  7.50 Hours
Al Annual Leave  4M1/2014  4M11/2014 | Approved | 7.50 Hours

1 ~[=]=

| Submit New Reguest |

You have selected the following attendance/leave:

Type of Aftendance/Leave: |A.1 Annual Leave |

Date:
MOTE: When entering a full day of leave, do not change start tim
Duration: Hours
Used: Annual Leave:  7.50000 Hours
Approver: | MSSIT30 MSSM30 |ﬁ.||
| 1| Previous Step | | Delete | | Cancel |
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Delete/Edit a Leave Request SWEIS

Deleting a Leave Request:

* You can Delete a leave request up to 1 month after the date
of the leave, even if it has been approved.

* Your supervisor will “Approve” the deleted leave request
through Manager Self Service.

Editing a Leave Request:

* You can Edit or Change a leave request up to 1 month after
the date of the leave.
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Delete a Leave Request SEIS

South Caroien Ermerpnse indcemnbon Syater

1. Find the leave request you wish to delete by clicking the date of the
leave.

2. Click Delete.

i Leave Request

5 1 2 3 =
Display and Edit Review and Send Completed

W Hide Calendar P Show Time Accounts P Show Overview of Leave

1 April 2014 IMay 2014 June 2014 [
Mo Mo Tu We Th Fr Sa Mo Tu We Th Fr Sa
21 z2|2]4]s8 27|z28|23(20| 1| 2|3 25| 28| 27| 28| 28| 20|21
HE 12 8 a(s|e|[7[=]2w0 z|lalals]s|7

16| 17| 18|19 -'1'1 12| 13| 1415|1817 9110|1112 12(14

1 24

122 24|358|2¢| Bl 18[13[z0]21|22|23|24| [BH 15[1e[17[18]19]=20]21
28 29|30 1 2| |28 25|2e|27|28|28|30(21| |[28]22|23|24|25|28|27|28
5 BE 8 2

HEE 10| B - EIEIRE

I Absent Multiple Entries Sent [l Deletion Requested Approved Working Hours

o=

@sida
SNEEEE

oWk

4 5 4| 5

| Submit New Request |

You have selected the following attendance/leave:

Type of Attendance/Leave: |A1 Annual Leave |

Date:

MOTE: When entering a full day of leave, do net change =start time or end|
Cruration: Hours
Used: Annual Leave:  7.50000 Hours

Approver: I m!
i 41 Previous Step E | Change | Delete | | Cancel |
85




Delete a Leave Reguest

SWEEIS

South Casvien Emaspnse informabon Syetem

3. Click Review.

ILemReq

uest

—{l (2] (3 j—=

Display and Edit Review and Send Completed

W Hide Calendar P Show Time Accounts P Show Overview of Leave

s -

April 2014 May 2014 June 2014 ]
------- -------

o7|28|28(20] 1| 2|3 25| 26| 27| 28| 28| 30|21

8 +|s|e|7|e|2fw B@1[2]2]2]5]8]|7

B 11]12[13[ 14| 15]18[17| [2& & [ = [10]11][12[12[14

EZl 12| 12[20]21]|22[23|24| |28 15/18[17[ 18] 18] 20]21

[i& =7 |28 |28 2528|2728 | 28 20(31| |28 22[23|24[25|26|27|28
- HEBEBEHEERE EEIRBEBEEE

7] Absent

Multiple Entries Sent ] Deletion Requested [ Approved Working Hours

[ Submit New Reguest |

You have s

Type of Attendance/Leave: |A1 Annual Leave

elected the following attendancelleave:

Date:
NOTE: When entering a full day of leave, do not change start time or end timg
Duration: Hours
Used: Annual Leave:  7.50000 Hours
Approver: 30 MSSM30 [
[4 Previous Step | || Review »|] [ cancel]
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Delete a Leave Reguest

South Casvien Ermsrpnze

moemnbon Syatem

4. Ensure that you have selected the correct leave request. Click Previous

Step if you make a mistake.
5. Click Delete.

I Leawve Request

— [2] (2]

Dizplay and Edit Review and Send Completed

You want to delete the following leave regquest:
Tyvpe of Leave: A1 Annual Leave

Crate: on Tuesday, April 22, 2014

Cruration: 7.5 Hours

Used: Annual Leawe: 7.50000 Hours
30

[4 Previous Step l Delete | | | Cancel |
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Delete a Leave Reguest

SWEEIS

South Cargieg Emevpnss informnion Syt

I Leave Request
|

e 1 2 3

1]
&

Dizplay and Edit Review and Send Completed

@ The leave request has been deleted. I

What do you want to do next?
Beguest Ancther Absence

Go to Mv Working Time Homepage

Go to Employee Self-Services Homepage

You have deleted the following leave request:

Tvpe of Leave: Al.Annual Leave

Date: on Tuesday, April 22, 2014
Duration: 7.5 Hours
U=zed:

Annual Leave: T.50000 Hours
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Edit a Leave

Request

SWEEIS

South Caroien Ermerpnse indcemnbon Syater

1. Find the leave request you wish to edit by clicking the date of the leave.

2. Click Change.

| eave uest
B 1 2 3 i
Display and Edit Rewview and Send Completed
™ Hide Calendar P Show Time Accounts P Show Overview of Leave
4 Maw 2014 June 2014 Juby 2014 »
Mo TuWe Th Fr Sa
2001 23|45

T8 |9 |10|11|12

]
- !.

28 5| o |10[11]12[13[14| [BB13[14[15[18[17[18[18
Bl 15| 12[=20]21|22|23]24| [BE 15|18[17[18[18[=20|21| [BE]=20[21[22|23|24[25[28
|55 25| 26| 27| 28| 28|20 (21| |28 22|23|24|25|28|27|28| [E427|28|28(30|21] 1=
B [=[z=]=]s]s]~ BEl=ez0]1]=2z=2]=]>s [ BEBEBEEEERE

- Absent Multiple Entries Sent - Deletion Reguested Approved Working Hours

[ Submit New Reguest |

You have selected the following attendance/leave:

Type of Attendance/Leave: |A1.Annual Leave |

Date:
Time: To MOTE: When entering a full day of leav
Druration: Hours
Used: Annual Leave:  2.00000 Hours
Approver: [Mssm30 Mssm3o0 =
Previcus Motes: 05202014 10:21:09 ESST30 ESSMT30 -~
Daughter's Awwards Ceremony
b
| 4 Previous Step | | Chanﬁ Delete | | Cancel |

. -
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Edit a Leave Request

3. Edit the leave request.
4. Click Review.

= El

Display and Edit Review and Send Completed

™ Hide Calendar P Show Time Accounts

P Show Overview of Leave

« May 2014
L
28

June 2014

Mo Tu We Th Fr Sa
20( 1 23|45

»

5| & |7 |8 |9|(10

|

11|12

B8 11 12[13[ 14151

18|18

-
w

25|28

1

6
Efl 138[ 15[z0]21[22|23]24
B 2525|2728 20|30

2 5|8

==

5]

BEE
Bk

wimn

8

[ Absent Multiple Entries

| Submit New Reguest |

Sent [l Deleticn Reguested ] Approved Working Hours

You have selected the following attendance/leave:

Tvpe of Leave: |A‘1 Annual Leave |V|

Date: SZ3Z014

[T+ To SIZ3Z014

Time: 1:30 PM To NOTE: When entering a full day of leave, do 1

Dwuration: Hours

Used: Annual Leave: 2.00000 Hours

Approver: [Mssm30 MSSm30 =

Mote for Approwver: |

Previous Motes: OS2002014 10:21:08 ESSIT30 ESSIT30

Daughters Awards Ceremony

|
4 Previous Stepl | Rewview >| |Canoe|
1

SWEIS

South Caroien Emerpnss infoemnbon Syeter




Edit a Leave Request

South Casvien Ermsrpnze

moemnbon Syatem

5. Review your changes. If you need to make additional changes, click

Previous Step.

6. Click Send to submit your request for approval.

I Leave Request

b 5] [= |
- [ [z] 5]
Dizplay and Edit Rewview and Send Completed

Type of Leawve:
Crate:
Time:

Duration:

Used:

Approwver:

Prewvious Motes:

You want to request the following leave:

A1 Annual Leave
on Friday, May 23, 2014
from 1:30 PM to 4:30 PM

3 Hours

Annual Leawve: 3. 00000 Hours
KMESSIMT30 M5SM30

052002014 10:21:09 ESSIT30 ESSMT30 ~
Craughter's Awwards Ceremony

b

e next processor, choose Send. % ou can check th
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Edit a Leave Request

SWEEIS

South Cargieg Emevpnss informnion Syt

I Leave Request

P 1 i 3 B

Display and Edit Review and Send Completed

@ The leave request has been sent.

VWhat do you want to do next?
Reqguest Another Absence

Go to My Werking Time Homepage

Go to Emplovee Self-Services Homepage

You have requested the following leave:

Type of Leave: Al.Annual Leave

Date: on Friday, May 23, 2014

Time: from 1:30 PM to 4:30 PM

Duration: 3 Hours

Used: Annual Leave:  3.00000 Hours
Approver: MSSMT3I0 MSSIT30
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LESSON 5: Display Quota Balances
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Display Quota Balances ScEIS

moien Emspnss infoemnbon Syatem

1. Click the My Working Time link.
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Display Quota Balances

SWEEIS

South Cargieg Emevpnss informnion Syt

2. Select the Quota Overview link.
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Display Quota Balances

SWEIS

South Cargien Ermspnss infcemnbon Syate

I Time Accounts

Quota Type: |AII Types

]

Annual Leave | 8272010

12/31/9999 | 330.77500 Hours

Sick Leave 622010

12/31/9999 | 711.02500 Hours I




Display Quota Balances

South Cargieg Emsspnss infoemnbon Syater

Click the Quota Type drop-down menu to select a particular leave type and

click Display.

Time Accounts

(uota Type: ‘AIIT}rpes ‘ ‘ I | Dtspl.a}fl

Time Accoun

Annual Leavi

Annual Leave
Zick Leave
Holiday Comp

Sick Leave

Comp time
Annual Ly recd from Pool
Zick Lv recd from Pool

Advanced Sick Leave

99

leto Remainder

33077500 Hour=

99

711.02500 Hours




SWEIS

South Carolina Enterprise Information System

LESSON 6: View Leave Statements
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View Leave Statements ScEIS

moien Emspnss infoemnbon Syatem

1. Click the My Working Time link.
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View Leave Statements ScEIS

South Cargien Ercarpnss infoemntion Syatem

2. Click the Leave Statement link.
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View Leave Statements

SWEEIS

South Cargien Ercarpnss infoemntion Syatem

Ilmw

n’n"l llv: £ Th '—,‘l!'vv.ﬂi‘
(€ Provieus Leave Statemart | [1ie eoie

Azt B

Leave Statement
040172014 10 043072014

Personal / Organizational Data

Porsonnel Nambe ] [
Foaition Ovp Unit
Porsonnel Aces FROSUDGET AAD CONTROL BOARD Arrad Lesve Acerus Cate 10032002
Avg Weekdy Working Mrs | 3720
Monthly and YTD Absence Hours
Asrance Jueannty | YTO.
Type ) My r—-ﬂ-
Anosusl Lewrve 00 hid- ) "'wﬂdlntun
Adophon Lesve ) M Tiome
Aderersesty strew Lesvs t00 100 . Red Crens
Bone Marrow Denor - 2.0 Leav
yRone Maroe Donor | | 2%
Mazaed Weather ) 320 Laava*
Voting Laave 2 S0 wio Pay
(Mandatory Funteogh
Absence Qugtas

Rowenty
Dedustion
a
20 o o 1M Pk
ar L 080 T1am .
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Course Summary
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Course Summary SWEIS

* Log into the MySCEmployee Website

* Record Working Time (with and without
Charge Objects)

 Submit a Leave Request
« Display Quota Balances and
* View Leave Statements

Visit the Links page of this course for
additional resources.



